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PREFACE

TA!
t

40 minutes required to reacrand study this Instructor Resource

'Guide worker, somewhere in the United States will be fatally injured in

An on-the-job accident. More than 160 workers wi-11 hive suffered disabling

injuries, and several million dollars will have been spent or lost As a re-

sult of these deaths and injuries. In addition, at least 344,000 cases of

occupational disease are reported annually,among the 75 million emloyees in

thelabor force.

Because'a majority of jab- related accidents involve worker\eithin

. their first six months of employment, safety and health information should

.// be provided during preemployment trainfng. Unnecessary exposure to poten-

tial health hazards can be minimized if prdper trainingis pi-ovided. Health,

and safety information, the development of a positive .safety attitbde,- and

safe working procedurts should be part of the curriculum for every voca-

tional or occupatiopal student. This can be accomplished by providing a.

separate health and safety course or, more easily, by infusing the infortha-
N%

tion into appropriate, existing classes.

A series of separate instructional modules have been developed to,
4

facilitate the process of including safety and health instruction in exist-

ing curricula. Modules in the series that are appropriate fcl'r occupations

in Marketing and Distributive Education have been identified in this

Resource Guide, which is one of seven related to different occupational

clusters. The modules are adaptable to secondary, postsecondary,,and adult-

, education paograms, including industry-bases training and retraining pro- '1/4

grams.

The purpose of this Instructor Resource Guide ts to,familiarize you,

the instructor, with the instructional materials developed andto suggest 4

systematic method for their use. 'flealth and"safety- nAgds for the Marketing,

and Distr?ibutive Education clUSter will be detcribed in Section I', including
(

a definition of the cluster. The modules recommended fofi inclusion will be

described in Section.II: Var -ious ways to use the modules-are fouhd in Sec-

tion III. The fourth section describes mechanisms helpful ,in,identification,

of spetial safety dint health considerations. for handicapped students/

workers. The final section provides iorformationiconCerning cirttiticAtion of

students who successfully complete a/training'program that ,includes, these.

modules.
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'INTRODUCTION

When somespe is asked to perform a new job, someform of training or

instruction normally is provided. The training may be.as brief as a few
-

seconds of verbal directions or as extensive as months of intensive academic

and appt.enticeshik preparation. The number of workers who annually sustain'

job-related diSabling injuries and illnesses iRdicates that safety and

health information may not be adequately present4 in many trajning pro-,

grams.

Safety and health information often is acquired only as a by-product of

job-telated responsibilities, Jri).many cases, obiervation of experienced

co-workers may. be,the only mechanismprpvided for training. This uncon-
.

trolled tyke of learning frequently leads to develokment.of improper or un-

safe work practices by the new wbrker. If the new employee does not possess

,a basic understanding of safety and 'health aspects- of the job and a positive

safety attitude, the potential for an on-the-job accident is greatly in-

creased.

Marketing and Dtstrtbutive Education, as the title implies, is con-

cerned with,the movement olFgoods and the provision of services. ".Movement.

of these people and goods-involves a variety of equipment and tools. ,Misuse

of- equipment could cause injury or even be fatal to the worker and/or per-
,'

sons near the accident scene. Falls that occur while moving goods about are

another.proble0or tflis group of workers. During the movement pf goods,

there, is a frequent need'to change levels; going up(or down adds t risk

of tripplm, and failing. A ihtrd major cause is impr per lifting
.,

technique4.'.qack strains resulting' ftom 4mprop r lifts can affect a worker

for the remainder of his or tier ,safety and health instructional mate,-

rials that address these.and other speCificiptoblems are needed for the Mar-
,

keting and Distributive Education clUster. 2

'In response to the need'for safety and-health instruction, ,the U,S.

Department of Education -sponsored a pi.ojtict to develop 50 safety and health

instructional modules. Each moduleaddresses a separate topic and is self-

tonilined. The ten modules in 'thd:ieries (SH-01.thrOugh SH-10)-ta're

referred to as %bre". modules and contain basic safety and health informa-

4
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tion useful to almost every occupation in the Marketing and Distributive
,

,
. -

Education cluster, From, Cie remaining 40 speciTic modules, 14 have been

recognized os Wing content that may be apprbpriate for Marketing and Dis-

tributive Educatiop students, depending ooktheir vocational and occupational
4

goals. A complete list all 50 module titles 4s.included in AppenTix A.

This "shopping list" of modules permits you to seleci the exact safety.and

health information your student, need. ,The modular, form of presentation

allows you to infute modules when and as they are appropriate in your in-

structlion'al plan.
'
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SECTION I

HEALTH.AND SAFETY IN MARKETING AND DISTRIELTIVE EDUCATION
1 ih

A sajesman in a hatdwart store decides it will'i;e faster to hand-carry

'a bench vise from the stockroom to the display area rather thantry to find

a dolly or someone to help. luring the attemptto lift the vise, he'experi-

.

ences-a burning pain in his lower back. The result is six weeks of lost

work time and a weakened area of his back that leaves him permanently

limited in hit)activity.

)Traffic problems delay the arrival of a soft drink vendor to one ff her

ir best customers. Hurriedly, she loads the dolly with as many cases as it

will hold. The dispentihg machine is located on a loading dock that re-

quires her to gO up an established ramp. As she quickly pushes the load upi

the.rami), her' view of the ramp is obstructed by the loaded dolly and she

fails to see a piece of discarded wax paper. She loses litr frAting, and the.
,y

loaded dolly falls $ackward, striking her arm and right side., Lost work

tithe and unnecessary pain are suffered at a result of the incorrect use of a

.common piece of equipment.' 1.

r... The director of-a small recreation center had intended for some time to

weplace the unsound stepladder that was (ept in the maintenance shed.' since

.it was out of- sight most of the time, it' was a low-priority item. The.daY

he used it to rehang a swing on the playground and the step broke was the

day he wished that it has received'a higher priority. *
. Thousands of workers'each year suffer similar acci,dents - some even

fatal. Many of these accidents could be avoided if fundamental safety rules44

were applied. The result is almost always the same - lost work time, re-
, duced productivity, and unneeded pain suffered. You have the opportunity to

reduce these statistics by providing your students with deeded safety and
.

'health' instruction.
.

/

By some estimates, as muA as 30% of the workfOrce is engaged in the

marketing andldistribution of goods and services. Acceptance of that, esti-

mate means approximately 13 millionworters in marketing and distribution

will receive disabling injuries thaewill result lost work time. A g-.

nificant majority of these injuries will occur t rkers within the fi t

3
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siX'months of their time on the job. While you are providing many of these

entering workers with job skills, why not provide them the safety and health

instruction they need to survive their initial term of employment?

MARKETING AND DISTRIBUTIVE EDUCAT -ION PROGRIMAREAS
ff

-.E
.

Marketing and distribution includes .a dtversffied group of occupa-

tiobs. At least 17 areas that employ these'people can be identified.

For the purpose af,this Instructor Resource Guide, the 17 program area,

will be briefly described, with some of the common` employment groups identi-

fi Arecommendation will.be made for the safety and health modules to be

01con ered in each program area,. A summary of the 'ecommended modules is

inclUded in Section
4
II, and a list of all 50 module titles is found in

...Appendix A. ,

3 -....

The first ten modules of the JSHIM series (SH-01 through SH-10) are

core modules and contain' some information useful to workers in all occupa-

etons of the Marketing and "biltivesEducation cluster. Of the remain-
kiliAlt

iiig 40 specific modules, t ose of whiCh or parts might'apply are listed

4ith each area.

Advertising Services - Workers. in this program area are concerned with sale

and .promotion of goods and services. A few specific employment areas

Salesperson for signs, displays, and radio and television time.

Director or manager involved with'advertising services.

Display person.

Copy and layout person.

Consider the following specific modules for this area:,

SH-11 S'usiness and Office Safety
SH-19 Safety with Hand and Portable Power Tools
SH-22 Ladder and Scaffolding Ssifety
SH-29 Hazardous Materials Safety
SH-30 Safe Handling and Use of Flammable and Combustible Materials
SH-44 Exhaust, Dust Collection, and Vehtilation Systems

4
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_Apparel and Accessories -,,,Most workers in this program area are involved in

direct sales of various types of clothing And related articles.for per-,

sonal wear and adornment\ Also included in this area would be:

Fashion coordinator.

-,,:rur-storage clerk.

Stock person in apparel 'shop.

Consider the followihg.specific modules for this area:

SH-11 Business and Office Safety
SH-22 Ladder and Scaffolding Safety,.
SH-44 Exhaqt, Dust COlection, and 'Ventilation Systems

Automotive - Workers in this area include those engaged in retail, whole-

)sale, and service establishments engaged in selling, renting, storing,

or caring for cars and trucks. Also included are those people who sell

automotive parts, accessories, and equipment. Other specific occupa-

tions include:

Mobile home saolesperson.

Automobile appraiser.

Service, manager.

Consider the following specific modules"for this area:

SH-11 Business and Office Safety
SH-19 Safety with }land and Portable Power Tools
SH-22 Ladder and Sciffolding.Safety
SH-23 Warehousing, Storage and Retrieval Safety
SH-30 Safe Handling an4 Use.of Flammable and Combustible Materials

. .SH-33 Vibration and Noise Control
SH-44 Exhaust,.Dust Coll tion, and VentilatiOn Systems

Finance and Credit - Those employed as a result of training in this program

area are engaged in deposit banking and related services, extending
.

credit, services related to the exchange of securities and commodities,

or consumer credit and collections. Among those 'collectively found in

this group are:

Clerk.

Cashier or teller.

Broker.

4
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Consider the following specific modNeS for this area:

SH-11 Butiness and Offide Safety
SH-44 Exhaust, Dust Collectton, and Ventilation Systems

Floristry - These workers sell floral arrangements, cut'flowers, live and

artificial plants, and,related ornamental. items. Job titlessin this

area include:,

Floral designers

- Flower salesperson.

Florist suppfieS.sqlespprson.

Consider the following specific modules for this artea:

'SH-11 Business and Office Safety
SH-19 &4fety with Hand and Portable Power Tool
SH-44 'Exhaust, Dust CQllectiorr, and Ventilation Systems

Food Distribution and Serv{ceir-.These worke'rs are engaged in selling food

for home preparation and consumption (either retail or wholesale) and

:in-...serving prepared foods for consumption. Job titles in this program

Area include: , '
s/

Vending machine service person.

.Grdcery store worker.

Bakery goods worker.

Consider the following speci?ic modules for this area:

SH -11 Business and Office Safety
SH-19 ,Safety with Hand and Portable Power. Tools
SH-22 Ladder-and Scaffolding Safety
SH-23 Wdrehousing, Storage and Retrieval Safety

Overairrent and Electrical Shock Protection
SH-44. Exhaust, Dust Collection, and Ventilation Systems

I
r-Seneral Merchandise - A variety of retaif department store employees are

trained in this program area. Discount stores and catalog houses are

also in this group. -A few examples of jobs include.:

Salesperson.

Cashier.

Auctioneer.

Deliveryperson.

6
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While specific activities or duties'may vary, those employed in hard-

ware, building materials? Xmil and garden supplies and equipmeq,stores also
maintain many of the samelii/tiqes.2Those;ikhome furnishing stores per-

I 1 4.form similar

Consider the following specifiC modules.for thts area:
.

SH -1j Business and OfficedSeRty.,
SH-12 Personal'Proteclive Eqpipment
SH-19 Safety with Hand and PortablePower Tools
SH-22 Ladder and Scaffoldiog Safety,''.
SH-29 Hazardous Materials Safety, .' o
SH-31 Overcurrent and Electrical Sock Pr'atection
SH-34 Safety Guards forliochinery
SH-44 Exhaust,- Dust Coll?Ction, andllentilatiori Systettis
SH-50 Agricultural Chemical, and Pesticide Hazardi

4

*

Hotel and Lodging - Persons working in this;prograr4 area provide lodging,

meals, convention facilities, and other servi;es fod individu* and

1

groups. Specific jobs in this area Include:.

Manager of hotel or 71.Mtel. 4

Service person such-as clerk bell captafti, .doorm4n1 etc.

Salesperson for the respective fatilities:

Consider the following specific modules fOr this area: 1,

SH-1; Business and Office Safety
SH -19 Safety'with Hand and'PorNble Power Tools.
SH-22 Udder and,Scaffolding Safety
SH-31 Overoucrent and Electrical Shock Protection
SH-33 Vibration and Noise Control
SH-44 Exhaust, Outt Collection, and Venttlatio4 Systems

t

.

Industrial Marketing - This area provides employment for those in-sales and

I
. ,mana.9ement,. establishing rporket potentials, and selling goods and ser-

vices to bu4iness and institutional buyers. Managers.apd.salespersons

in ,this area handle a:variety of productsland their job.titles might
"416, ,

>

Manager of utility sales and services.

Chemical and -drug 'salesperso.

. Machinery salesperson.

,`

12

N

I
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' Consl der.the following.specific moddles for this area:.

Sy -11 Business and Office Safety
SH-19 Safety with Land and Portable Power Tools

- SH-22 Ladder and ScaffoldiAg_Safety .

i, SH-26 Safety.for Cothpressed Gas gnd Air Equipment
SH-29 HAzardous.Materials Safety .

.SH-30 Safe Handling indUse of FlammablR and Combustible Materials ''

SH-34 Safety ,Guards for Machinery

qnsurance r Persons employed in this program area are .34 functioninfin

some capacity related to the insurance industry. Salespersons, man-

agers, and agents who represent carriers and brokers are frciuded in

,this .group, with. job,-titles' such 'as': t

46
,

--,Insurance examiner.
,

e

Claims adjuster.'
-s -

Life underwriter.%
.-

Consider thefolfsowing'specific modules for this area.:

SH-11 Business and Off ice Safety
. SH-49 Establishing a Company Safety and Health Program

"-v. ,.
,

International Trade -,Workers in this proram area are concerned with, export .

r

sales, trade cdntrols, foreign operations, monetary problems, and other
. -

'aspects of international marketing. Job:titles include:
_

.1*

Export manager.
,

,

,

Import-export agent. . .

l 4

Clistoms-houseroker.

Consider the following-specific module for this area:

ilk
SH-11 Business and Office Sefetyr

41 ,

-Personal Services - Generally, these workers provide services concerned wi,h

personal improvement and the care of persons or their apparel. In-

cluded in this area are laundries, dcy cleaners, shoe repair shops,

funeral homes, photographicIstudios,' and dance or'art studiis.*4A few

of tte Sob titles include;

Beauty shdp manager.

Funeral director.

0

s.
8
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Laundry superintendent.
,

Consider the 'following specific modules for this area:

rte- . '5H-11 Business and' Office Safety
SH -19 Safety with Hand and Portable Power Tools
SH-411 .Ladder and Scaffolding°Safety

-SH-29A-HaWdous Malterials Safety
SW-31 Overodrrent-and Electrical 'Shock Protection
SH-34. 'Safety Guards for Machinery
SH-44 ,Exhaust, Dust Collectioh, and VentilakionSyttems

Petroleum - Workers in this area function in management positi 's Or as'

tsalespersons englged in the distribution of petritleum pro ucts-.. Some

of the jpb titles include:

Service station attendant.'

. Leasing manager.
,

es,,. Field representative.

Consider the following specific modules for this area:

-SH.t11
.

SH-19

S

SH-22

H-25

OA. SH.29
.n SH-30.

SH-31

SH-44

Business and Office Safety
Safety with Hand and Portable Power Tools
Ladder and Scaffolding Safety
Safety Features of Material and Personnel Movement Devices
Hazardous.Materials Safety
'Safe Handling. and Uselof. Flammable and CoMbustible 4terials
Overcurrent and Electrical Shod Protection
Exhaust; Dust Collection, and Ventilation Systems

Real Estate - Several. functions are performed by persons working in this

area, including buyiniK selling, appraising, renting, managing, and
.

.leasing real property. Examples of job titles follow:-

..Building superinte ndents

e' Real estate appraiser.

. 1MemoriaT counselor.-

Consider the following specific modules for this area:

$H-11 Business and Office'Safety
SA-19 Safety with Hand and Portable Power Tools
SH-22 Ladder.and Scaffolding Safety
SH-25 ).Safety Features of Material and Personnel Movement Devices
SH-30 Safe Handling and Use of Flammable and Combustible Materials
SH-44 Exhaust, Dust Collection,and Ventilation Systems

'so

9
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Recreation and Tourism - A variety, of job functions are performe'Ci _by these'

employees primarily engaged' in providing amusement, recreation, enter-

tainment, recreational supplies and equipment., or travel se7". 4ob

.* titles include:
1

Sporting,goods salesper:.son.

Recreation director.

Towristidirector. 7-,

Corisider the following' specific module's for this/area:

SH-11 Business and Office Safety ,

SH-49 Safety with Wdnd and Portable Power Tools
SH-22 Ladder and Scaffolding Safety

SH-31' Overcurrent and Electrical Shock Protection
'SH-33 Vibration and Noise Control
SH.-44 Exhaust, Dust Collection, and Ventilation Systems

f

Trans ortat on - Personnel emplOyed in this category are Pesponsible for

phy cal movement of people, persorial effects, and products, and the

s les, storing, and sales.-supporting tasks related to transportation

activities. A large variety of occupations' are found in this area, in-

cluding these examples:

Dispatcher.
*if

Aircraft salesperson.

Taxi driver.

Consider the following specifi( modules for this .area:,

SH-11 Business and Office Safety
SH-12 Personal Protective Equipnnt
SH-19 Safety with Hand and Portable Power Tools
SH-22 Ladder and Scaffolding Safety
-SH-3 Warehousing, Storage and Retrieval Safety
SH-25 Safety Features of Material and Personnel Movement Devices
SH-44 Exhaust/, Dust Collection, and Ventilation Systems

Other Retail and Wholesale Trade Activities - These wokers include holders

of such positions as:

House-to-house salesperson.

Fuel salesperson.,

Protective service salesperson.

10
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Consider the following'specific modulestfor this area:

SH-11 Business and Office Safety;
SH-12 PersonalProtective Equipment -cat:
SH-19 Safety with Hand and Portable Power Tools
SH-22 Ladder and Staffoldidg Safety
Sg-23 Warehousing, Storage and Re evil Safety
SH-25 Safety Features of Uteri 'and*Personnel-Movement Devices
SH-29 Hazardous Materials Sfety , 4
SH-44 Exhaust, Dust Collection; Ind Ventilation Systems
SH-50 Agricultyral Chemical ar(td_Pesticile Hazards

. ,

Vy

4
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SECTION1I

SAFETY AND HEALTWMODULES FOR MARKETING AND DISTAIBU VE EDUCATION

The great diversity of. occupations in Marketing and Distiibutive

E
./

cation makes it' impractical to establish one safety And health program
,

ap opriate for all. To be useful then, any instructional materials for,'

this group of occupations must be flexible endugh,,to allow specific programs

to be designed to meet individual student needs. Instructibn utilizing

modules has that flexibility.

The Jab Safety and Health_Instructional. Materials (JSHIM) are packaged

in a modUlar format. By definition, a module is considered to be a compo-

nent of a larger entity. An instructional mOdule is Qne that contains a

discrete amount of information directly related to a specified set of in-
,

structional objectives. As an instructional module, it is alsO'a component

of a more complete instructional system. A complee example module can be

round in Appendix B.

CORE MODULES

Because the JSHIM modules were-designed with the intent of their being

useful to many Ocapations, in a variety of occupational clusters, two sepa-

rate groups of modules Were created. One group consists of tep modules

classified ,as "core:modul es.. Safety and health experts consider these

topics to be fundamental to almost every occupational cluster. The ten mod-

,ules are numbered SH -01 through SH-10 and include the following:

SH-01 MATERIALS HANDLING

Manuel and mechanical methods for lifting,' loading, and transporting

materials are'discussed,./6cluding the use of various aids such

ropes, chains, slings, conveyors, overhead cranes, dock plates, and

hand-and industrial trucks.

SH,,02 THE ROLE OF OSHA IN SAFETY IN HEALf4

The Williams-Steiger Act is discussed, including rights and responsi-

bilities. of employees end employers under the Act. OSHA inspections. 4

13.

1 7 "



iv ards are explained. -...

' 6.

. . .'.

are described; record ;keeping requirements explained;.andcompany
1

_

training programs discussed.

SH-03 FUNDAMENTALS OF ELECTRICAL SAFETY

Basic el'eltrical terminology\and priniiples'are discusied so.that coT-

mor; electrical _hazards can be undeerstood. ,Safety features of equipment

and-OSHA requirements designed td 'protect Workers from electrical hi-az,

SH-04 -FIRST RESPONSE TO MEDICAL EMERGENCIES

,Medical emergencies occur daily and'may happen to anyone at anytime:4

This module ,is signed to inforth students of actions that should be

taken to aid the victim of- such an emergency until' professional medical

. '.personnel:arrive. First aid procedures are outlined for seventeen com-
.

mon medi-al emergencies:

-SH-05 FIRE PREVENTION, AND EMERGENCY PROCEDURES

Fire, and emergency procedures for fighting firei are discussed- Codes._

arid regulations related to fire safety are explained. Fire detection

and protection devite,s are-also described.

SH-06 WALKING AND WORKING SURFACES

Manyijob=related accidents 'are caused by falls on or from such work

areas as floors, stairways, exits, ladders, and scaff81ds1 Safety'pre-

`cautions and regulations governing these surfaces-are described.

SH-07 .SAFETY SIGNS, LABELS",,TAGS, AND COLOR CODES .

A uhfform system, of signs, labels, tags, and markings is Used to warn

against' a wide range of hazards. Specifications, including size,

color',,and purpose, are given, for signs thatindicate0anger, caution,

exits, diretttonst Wological hazards,' traffic, and safety instruc-

tions.

SH-08 RECOGNIZING JOB HEALTH HAZARDS ,

Chemical,.physical't and biological health hazards are discussed, in-

,cluaing,c4ntamination, effects, and protective mect4nisms.

I 4

SH-09 RECOGNIZING JOB SAFETY-HAZARDS

/Employer and employee responsibilities.jn the recognition and correc-

,/

j,
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tion of'job safety nazIrds are delineated. Common safety hazards per

taining to fire, machiAe guards, electrical equipment, apparel, trip-

ping,' housekeeping, aAd lifting are described.

iH-10 STRUCTURAL EGRESS AND EMERGENCY PROCEDURES

Egress requirements 'are given and discussed, including specifications'

for exits, illumination of exits, and provisions for fire, smoke,

Tupies, and panic. The importa e'of emergency plan niprtocedures and
ct,

their implementation is str

SPECIFIC MODULES .

T-4

The remaining 40 JSH modules contain -informatiin,useful teat least .

one but less than all of the seven occupational clusters. Fifteen of the 40

specific modules haveobeen'selected as being useful for the Marketing and

DistributiveEducation cluster. The following descriptions provide some

insight into their contit:

SH-11 -BUSINESS AND OFFICE SAFETY

The number and types of busihess 'andoffice injuries are presented.

Office safety -hazards and their control are discusSed, tire and health

protection are described.

SH-12 PERSONAL PROTECTIVE EQUIPMENT

111

The student is instructed in the, selection, use, and care of personal
_

protective clothing and equipment, includint'safety helmets,, hearing

protectors, face and' ye protect)e equipment, respirator , safety,

belts, and protective clothing and footwear. 0)SHA rgquirlments govern-,
ing protective equipment are reviewed;

SH-19 SAFETY TH HAND ANDATABLE POWER TOOLS.

Tool controlsfPi hand and portable power''tools.is discussed. The types

of hand tools are presented, and their* care Is described. Hazards,

handling Probedures, and safety devices e,) arious portable power tools

discussed.

'15
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SH-22 LADDER AND SCAFFOLDING SAFETY

Types of ladders and scaffolds are'described, as are their tise and

mafntenance, .OSHAct cequirements 'and specific safety rules are

Aiscussed in detaiNk.,
.

WAREHOUSiNG,,STORAGE AND RETRIEVAL SAFETY
b

Prevention 0 material storage and handling accidents and injuries is

the ,main top -of:this module, which presents' proper techniques for

`mandal handling; including the use.of hand tools and storage of various

types of.**terials. Regulations governing shipping and receiving areas

also are'dfscuised.

S4-25 SAFETY FEATURES OF MATERIAL AND PERSONNEL MOVEMENT DEVICES

.Topicsdiscussed idcle safety feature's and practices for such devices

as conveyors, lift trucrs, motorized hdnd trucks, aerial bucket'de,

vices, elevators, escalators, moving walks., and man lift5.

.SH-26 SAFETY,FOR CPMPRESSED GAS AND AIR EQUIPMENT

C'mpressed gas.cyl,:inders can be_eAtOkely dangerous if handled

care u . his module discusse,aregulations and general safety con-

siderations.fohandling, storing, and using t #ese cylinders and

related equipment such as manifolds, outlet headers,,regulators, tOses,

hose connection , and torches,

SH-29 HAZARDOUS MATERIALS SAFETY

General characteristics of combustible, flammable, explosive', poison-

ous, and corrosive hazardous materials are d'scu'ssed, with special em-

phasis on compressed gases, flammable and combustible liquids, combus-

explosives, radiation, and corm ves.

SH-30 SAFE HANDLING AND USE OF FL ABLE AND COMBUSTLBLE MATERIALS

Properties and classifications of flammable and combustible materials

are presented, with safety measures to be taken in the storage, trans-'

poriation, and use of these materials. ,SpeCial emphasis is placed on

liquefied petroleum gas.

1'

1.
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SH -31 OVERtaRENT AND ELECTRICAL SHOCK PROTECTION

Basic electrical terminology and specific methods for grounding

techniques to prevent glectrical shock are reviewed. 'Overcurrent

circuit interrupters and their use are discussed in detail.

SH -33 VIBRATION AND NOISE CONTROL

A definition of, noise, measurement techniques, parts of noise problems;

and best method of control Procedures are outlined in this module.'

Perspnal protective services and maximum exposure limits are.describe0
A

for various workplace condi fionst
,

SH-34 SAFETY GUARDS FOR MACHINERY

The importance of machine guards is explained. Guard types,

tiOns,'andmaintenante are detailed, and practices for emprdS,

ing with guarded machinery are described.

SH-44 EXHAUST, DUST COLLECTION, AND VENTILATION SYSTEMS

cifica-
,

s work-

.

Types of exhaust, Oust collection, and ventilation systems are de-.

scribed, as well as their functions, use, and effectiveness.

SH-49 ESTABLISHING A COMPANY SAFETY AND HEALTOPROGRAM

The organization -of a company safety program is, outlined. Inspectiorf

and control procedures are described. Accident records and injury

rates are discussed, and the methods of accident inveSttgation and

analysis are. presented.

SH-50 AGRICULTURAL CHEMICAL AND PESTICIDE HAZARDS

Agricultural. chemicals and pesticides are defined. Hazards, first aid,

, and,protection for eye contact, skin contact, inhalation, and ingestion

of pesticides are di cuss),. Safehandling and storage of chemicals

and pesticides are delcriSed.

While each module has been assigned (.number in'sequence, there is no

implied priority of presentation. Each module is fundamentally selfAcort-
,

tained, allowing most to be used without regard to any numerical sequence.

The're are no preriquis'ites-for the modUles.

17
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SECTION III

MODULE DESIGN ANIIUSE

Each of the 50 JSHIM modules contains the following components:

Imtroduction -4A synopsis of what is presented and why.

Objectives - Measu4ble objectives that relate th the content of
'each module are pr

.4. the subject matter iS_Poted.

Subject Matter -

.

For mast modUles", this consists of 20 to 25 pages
of content, with all content related to one of the stated objet-
fives. .

1
Activities - Following each portion of subject matter related to
an objective is a questiA for the student'to answer as an indica-
tion of mastery of that objective.

References - Suggestions for supplementary information.

An example module completewith all components may be found in Appendix B.

The basic content of each part will vary with the 'different modules,

but its purpose andfunction remain the same. It is recOlimended that each

sectionlbe considered when using a given module.

Exact sag techniques may be as varied as the individual instructional

approach. Some basic hints, however, may be helpful in identifying some of

the Various ways in which they can be used. Each module is basically sel,f-

contained and could be used Jn.a self-study-or self paced format. However,

the optimum method of use is for the modules to be presegted by an instruc-
.

tor using the module as a student study guide. Prior to assigning the mod-

ult, examine the objectives to determine that all content is appropriate for

your students. If certain content or objectives are not relevant, advise

your 'students that they will not be held responsible for those se tions. In

addition,.you should provide appropriate'activities that will all your

students to practice proper safety and health procedures. Some fo low-up

activities include: "

Round-table discussions with students or adult groups, in the work-
place.

Requiring verbal or written reports related to a sing-le objective
1

or a redInt accident from newspaper articles.

4, I
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Developing or adding to a job safetyrrand health bulletin board.

Performing an in-house health and safety haZard survey of the
q classroom Of other facilities. -0

Guest' speakers, from the community, including,such people as:
Accident victims or their relatives, or people responsible for
safety,such as firemen,, policemen, or safety engineers for
government and private industry.

Field trips do workplaces similar to these the-student w
encounter.

Having' local emergency rescue units demonstrate their procedures.
And disctiss problems.

"T.
Constructing.simulations tbat allow students to model or role play
circumstances in safety and health.

1

Putting health and safety information articles and information in
,a local or schbol newspaper.

Promoting student involvement in local and national safety organi
zations.

. One of,the most significant responSibilitfes of'a vocational or occupa-

tional instructor is to foster a positive student attitude toward safety and

health. The activities listed above should help to build this positive at-

titude., Youc effectiveness i6 establishing this attitude can be measured by

student comments and actions. If you observe safety being willingly pr4k--

ticed in day-to-day activity you can be reasonably assured that a proper at-
.

titude has'been developed. 4

Emphasizing your coMhitmenOto safety and health by setting the proper

exaMple is critical. Properly practiced safety rules will not only reduce

work accidents, they alp will decrease the possibility of classroom acci-

dents and subsequent instructor liability. Your actions and attitudes to-
_

-ward safety and-health will be carefully observed and copied by many stu-,

dents. An exameell s a situation in which activities dictate that hard hats

be worn by all present. If the instructor tells all the students tp wear

hard hats bqt chooses not to do,the same, students are likely to feel that

it is actually unimportant or perhaps childish to wear
A
a hard hat, Simi-

larly, if the attitude of the instructor is .conveyed by "I know they are un-

comfortable and look weird, but put them on anyway!" a less than positive

attitude will prevail. _Regardless of the method used to convey safety and

health ipformation or the conviction with which it is presented, Wit is

*Mb
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not being practiced it; the learning environment its credibility will be

lost. . (
--1

Use of accurate, pertinent, amid easily understood educational material's

is a Second way'to promote a proper safety attitude. The Job Safety and

Health Instructional Materials modules can be tiled as a source for making

transparencies of illustratibns, tables, or charts.
*4
that Canebe used as

teaching aids. OtherWmplemental information or aids can be.found in the

Reference section of'each module. Modules are organized in'a format that
,

\\
permi maximum flexibility and makes them suitable for use byinstikctors

in almost any occupational or.vocational area.

Two fundamental methods of presentation can be practiced in safety and

health instruction. One method is to organize a separate acid distinct
o .

safety n4 health course for students in one vocational area. An advantage

of this approach is uniformity of the content presented to, each' student.

Specifically allocated time frames for safety and health instruction are
. .

available. when using this technique.
-

A second approach is to'insert the safety and health instruction ipto

existing training programs on an as-needed basis. This would benefit in-

structional programs that have only limited time and/or facilities available

for training activities. Additional advantages are realized by the ability

to pr'esent the exact content desired when it is most relevant to the stu-
\

dent's'training cycle. For instance, the best time to present information

about selecting proper personal protective equipment is immediately befOre

the student needs the informtion. More specifically, if,the student were

about to perform a task that required wearing a respirator, the section con-'

cerned with respirators o f Module SH-12, "Persil Protective Equipment,"

would be:most appropriate.-

Modules 'SH-01 through SH -1O are considered core modules, and they have

been reco#440ed for use by all Marketing and Distributive Education in-

structors. Much of the content presented in those first ten modules is

-basic enough that you might wish to present them as a unit at the beginning

of theourse. This does not mean that each objective of the ten core mod-

ules must be presented; you may select those that are appropriate for your

instructional sequence. 16
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Fs a mechanism,for determining the level of previously acquired safety
-

and health knowledge and skills, formative pretests can be conducted. Stu-
.

dent activities found in the modules can be used, or separate-instruments or4

V

procedures devised.

As each modu'l'e contains distinct subparts relative to each objective,

yoU have the option to present only that part (or those parts) of the moduli

useful to your students in that,specific instructional setting: -If, at an -.

other point, in their training cycle; additional information is. needed from

that Module, the additidnal content can be studied without loss of continu-

ity Student-retention and'interest will be enhanced when the principles

have an obvious and-direct relationship to activities being performed.

If a group presentation format is used, visuals found in the modules

can be made into overhead transparencies.for ease of discussion. Other

sources of safety and "health information and mediated materials for Market-

ing and Distributive Education be found in a special "State-of-the-Art

Report" prepared for the JSHIM project.

22
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SECTION W

SPECIALNEEDS STUDgINTS IN MARKETING AND DISTRIBUTIVE EDUCATION

The Civil Rights Act of 1964 and the Rehabilitation Act of 103 placed

responsibility on the employer to set goals and timetables - and to prepare

guidelines for affirmative action - that include employing the handicapped.

As a result of these legislated acts and a growing need for more labor

tra)ned in vocatAnal areas, increasing numbers of students with special 4
.

needs are entering vocational training programs. To satisfy the4

mentsand ensure that special-needs students' ave an equal Opportunity to be

"mainstreamed" into the labor force, certain attitudes and, actions must oc-

cur.

Many classification schemes are, used to categorize handicapped workers

and individuals. Those students and workeFs with physical handicaps usually

can be divided into three groups. The three groups include those with:

Hearing impairments.

Visual impairments.

-.Drthopedic impairments.

Some special consideration should be recognized if you have one of these

studentsin your training program.

Adeaf or hearing-impaired student will hav difficulty reacting to

ver601 cues such as warnings,or directions. Emergency alarm systems should 104-,s;

be equipped with easily, visible, flashing lights. As an added precaution,

it is.advis:able to assighp someone to help the worker identify the existence

of an emergency or pending danger. A machine or tool that may be about to

malfunction, or even explode, often will begin to make unusual noises before

the problem actually occurs. The "buddy system" would permit a fellow

worker with normal hearing to identify the problem for the hearing-impaired

worker. The buddy also could help to-turn off the machine or tool and clear

the area.

The visually-impaired o
ly

r blind student may have no difficulty in hear-

10 ing warnings, butmay have4lifficety in leaving an area if unknown obsta-

Cies are present. These workers normally adapt quickly_ to their,surroLnd-
0

-
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ings,and - provided that no fUrnityre, .machinery, or materials are blocking

the path, they can move to safety in an emeIge,..41sual impairment may be

considers a limiting handicap for some Rccupations,'bu for other occupa-

tions -it m y be an'asset. Vending machine service often is based on the

various sou ds created as coins d'rop through the,mechaAsm. Persons with
7

sight impai ments frequently deVtlop more keen hearing ability that makes it

easier and f step to determine a, machine prOlem.

Orthope illy-impaired workers illy require strApral or mechanical -A-

modifttations to the workplace, depending on the type of handicap. Those
le

confined to Wh elchairs may need ramps for moving from one level to an-

-other. Aisles should be clear, and wide enough 0 permit easy movement. If

wall..moUnied to is or switches are to be used, either they should be within ,

daptationt should be made for their 'use. If the worker iseasy reach, or

missing an arm,

tions can -be" mad

ratusrto clamp th

td,deVise a way i

pissing hand. An

nd two hands are needed to peorm a job task, modifica-

r-
chair-bound salesp

Most students

pensate for,their.,"

)
in spite-of what we

tive attitude concer
1:7

wrItforce.is extremel

An attitude must

foF the task. One possible modification would be an appa-
,

work and act-as a substitute hand. A second way would be
0

which a foot could be used to perform the function'of the

xample would be ar/ automobile modified to allow a wheel-

rson to move easily from gpe location to another.

nd workers with'permanent handicaps have learned to corn-

pparent" handicaps. Many can accomplish amazing feats

erceiveas insurmountable odds. Development of a posi-
.

ing the ability_.of these students to functiqn in the

important.

eveloped that includes caring, understanding, and

the belief that handic pp . orkers are capable Of achieving exactly what

. you believe they are c able //' 'achieving. Some special consideration may

be required, perhaps in luding increased time and practice, to master cer-

tain activities./ In so vocational Individualized Educational

Plans (IEPs)' documenting specific training prog ams for inOvidual students

ha been used identif the exact need.*

> *Conway,i Charlotte. "VocA tonal Education Sere the Handicapped. "' VOCl
Ed, Vol. $6, No. 3, Ap iT 1981, pages.22-25.

.*
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- Each stateproviOes-spectl resource people to assist,vocational educe-

.

A

tors with designing proprams and suggesting techniques for.treining the ,

handicapped student. Other state andAocal agencies such as those involved

in_rehabilitation:May provide local. support. Some individual schools,pro-
.

vide profess4Onals and paraprofessionals who move around to assist handi-

capped students. in vocational classes containing nonhandicapped students.'
. -

These persons can act As tutors, translators, facilitators, or whatever is

needed to help.the handitapped student successfully complete the training

program. , . ,7,

Two other considerations should be recognized by instructors and em-

ployers. Structural accommodation and nonhandicapped employee awareness .

pro rams are both key factors for a safe and successful employment program

of the .handicapped.

Structural accommodations should include only those modifications net-

eA'ary- to allow safe movement of the handicapped employee. One of the most

obvious examples-4 the need for ramps for use by:wheelchatc-bound em-

ployees.
I

Employers should also 'be encouraged to develop awareness programs for

their nonhandicapped employees. These programs should encourage fellow em-

ployees to understand that the handicapped worker is expected to perform the

assigned duties without placing an additional burden on other elkloyess.

All 17 of the previousty identified progr4m areas in Marketing and

Distributive Edtation contain occupat'ops that could be filled by

handicapped employees. Even more dominant i e role played in thi

cluster bymigilpt workers. Many of these workers have special needs', often

including the need for assistance in understanding the English language.

Inability,to read basic warning labels and signs poses added dangers for

these Irkers. Instrucors and employers shoulddevelop programs to

eliminate.th's toblem. The use of internatio011 symbolism in signs is a

fundament 1p in that attempts,

If t.ese suggestions, are considgred, handicapped or special-needs '

wor rs can successfully complete a safe and meaningful vocational program.

A d.they can become productive and safe members of the labor force.
o
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SECTION V

SAFETY AND HEALTH CERTIFICATION FOR STUDENTS

Traditionally, when a person satisfactorily completes course of in-
.

struction, Some recognition is granted. Often the recognition is in the

form of a certificate issued by the institution or organization responsible

for the instruction. This certificate. becomes aroffieial.vmbol displayed'

with pride by the recipient. A Safety and Health Certificate is particular-

ly important to the new employee and the employer if it implies that the em-

- ployee has demonstrated an undei.standing of the basic safety and health as-

pects relevant to thelerticular job.

Most employers are aware that documented safety and health training re-
A

ceived by their employees
s

is beneficial to them in the event of an OSHA in

spection, and they will appreciate the fact that the employee holds a cer-

i.ficate and your institution maintain4 records to verify that training.t,\

Em loyers also will feel more confident about the safety oetheir workplaces
7

when they hire people who alrealipossess positive safety and health atti-

tudes.

Three factors normally determine the credibility of the certificate:-

Reputation of the issuing institution. - ....,_,

Instructor.
.

. , Content of materials used during the course of study:'

For safety and health instruction, a fourth factor must be considered;

namely, the relationship of the content'to federal safety and health regul'a-

tions. All 50 JSHIM modules were designed to enable the sttidentto recog-

nize safety and health hazards and to understand the fundamental aspects of
4

compliance with federal health and safety requirements . While the Occupa-

tional Safety and Health'Administration (OSHA) does not certify training

programs, OSHA representatives have been active on the nationally-based

advisory committee formed, to guide this project,, and they have reviewed each

of the 50 modules and have made constructive sifggestions that have been An-
.. _. 1

corporeted.
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The Center for Occupational Research and Development has attempted to

structure the content of the materials to biaccurate and relevant to cur-,

rant safety, practices and regulatiOns. The institution and the instructor

who provide the training must be responsible for certifying that the infor-

mation was'accurately presented and that the student achieved the desired

level of competency (80% mastery, of objectives).
.

When an institution purchases modules from CORD, the same number of

certificates as sets of"modules.will be sent to the institution. These ce

tificates will require the iignatures 1Ptwopeople; the faculty member who

presents the instruction and;the adMinistrator of.the institution. The cer-

tificate will state that t*student has satisfactorily completed a parttc-

uler number of hours of instruction safety and health and will be pre-
,

sented to each student who successfully completes the training. A facsimile

of the certificate is shown, in Figure 1.

(Smimmiesmmo0

has sd ceessfully coMpleted hours of instruction in

1013 SA Y AND HEALTH

conducted at

. *
7 f.

C
ORO'.' . Curriculum materials p plistc1 by

The'erlier fotSccupational Resejch and Development

t
Data

USInittat

Mmmuntot

Figure 1. Facsimile of.safety'and health training certificate.

.
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Your institution Tai, wish to be able to .present offial wallet-sized

OSHA certificates to students who-complete your training course. This is

possible if the instructor has received training from the Occupational

Safety and Health Training Infkitute located at 1555 Times Drive, Des

.2jaines, IL 60018. The OSHA Training Intitute serves mainly to train

compliance officers, but the following three courses are available to the
,

general public free of charge.

A Guide to Voluntary,Cdmpliance (for instructors).

Basic Instructor Course in Occupational Safety and Health
Standards for tfie ConstructionIndustry.

Intermediate .Guide to Voluntary Compliance in the Health Area.

These courses are offered several limes annually. The certificate availab

for your students is shown in Figure 2.

41.

OSHA

U S Department of Law*
Occuoahonal Safety and Health Administration

This is to certify that

has successfully completed an Occupational Safety and Health Training
Course in

A Guide td/Voluntary Compliance

4w
19

f 1 nstructor )

Figure 2.- Officjal certificate from OSHA Training Institute.

MN.
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APPENDIX A
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JOB SAFETY AND HEALTH INSTRUCTIONAL MATERIALS

- MODULE TITLES . k
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JOB SAFETY AND HEALTH INIXRUCTIONAL MATERIALS

MOBt1CCTITLES ,

'V

v.
.

...

SH-01 Material's Handling

. SH-02 The Role of OSHA in Safety and Health

SH-03 Fundamentals of Electrical Safety

SHI04 First-Response to Medical Emergencies

2SH-05 'Fire Prevention and Emergency Procedures ..

SH-06 Walking and Working Surfaces . '04
SH-07 Safety Signs, Tags and Color Codes

.

SH-08 Recognizing:Job Health Izards

SH-09 Recognizing Job Safety Hazards

SH-10 Structural Egress and Emergegu,Procedures

\
SH-11 Business and Office Safety

SH-12 Personal Protective Equipment
.

SH-13 'Industrial Sanitation and Personal Facilities

I

SH-14* Usin4'Ropes, Chains and Slings Safely

SH-15 Agribusiness Safety , \

SH-16 Material Hoist'Safety,

SH-17 Mechanized' OffRoad Equipment Safety

SH-18 Safe Operation of ComMercial Vehicles

SH-19 Safety with Hand and Portable Power Tools

SH10 Precautions far Explosive Materials

SH-21 Marine and Longshoring Safety

SH-22 15edder and Scaffolding Safety

ji SH-23 Warehousing Storage and Retrieval Safety

1..1 .

SH-24 Machine and Woodworking Tool Safety

SH-25 Safety Features of Material and personnel Movement Device .

SH-26 Safety for Compressed Gas and Air. Equipment

SH-27, Safety in Elevators and Grain Handling Facilities

SH-28 Welding, Cutting and Brazing Safety
. r

SH-29 Hazardous Materials Safety t

4
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p-30 Safe Handling and Use of Flammable and Combustible Materials
%

SH-31 Overcurrent and Electrical Shock Protection

SH-3k Working Safely in Confined Spaces

Sii-33 Vibration and Noise Comtrol

__SH-34 Safety Guards' for Machinery

SH-35 Ionizing and Nonionizing Radiation Protection

SH-36 Safety Features for Floor and Wall Openings and Stairways'

SH-37 Safety of-Concrete, Forms, and Shoring

SH-38 Excavating, Trenching, and Shoring Safety

SH-39 SteelErection Safety

SH-40 Electrical Power Transmission and Distribution Safety

SH-41 Safety Practices for Demolition Procedures

SH-42 Safe Use of Powered Industrial Trucks

SH:43 Safety Practices for Commercial Diving

SH-44 Exhaust, Dust Collection, and Ventilation Systems

SH-45 Coast Guard Regulations Applied to Offshore Drilling

SM746 Chemicq Hazards andAWaste Disposal Safety and Health

SH-47 Safety and Health in Vocational Education

SH-48 OSHA Training Programs

SH-49 Establishing a Company Safety and Health Program

SH-50 Agricultural Chemical and Pesticide Hazards

34
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MODULE SH-19

"SAFETY WITH HAND AND PORTABLE POWER TOOLS"


